mara

APPLICATION FOR RECORDS DISPOSITION STANDARD

/ B
INSTRUCTIONS: Prepare in duplicate and forward to'the Records Management Analyst, Management Systems Division '
3. Dept . Diwsion, Sublivision & Administering Office Addrgﬂ i FOR RECORDS MANA#EMENT DIVISION USE

1

! . Date Received Application No, Date Completed

Department of Finance and Administration, : 3119 7 -4 AUG B 1978
Division of Contracts and Procurement JUL 31 1o78 ? 7 '
Peachtree Summit, 401 W. Peachtree St. NE | Aselication 2. Dept. Application No.

Atlanta, Georgia 30308

| TR E

4. Person to Contact 5. Working Title

6. -Telephone 1\-I-umbe-r

Edward London Contract Administrator 586-5266
) Ao Femened = - = — ==
a. XKl Establish Retention Schedule; record will continue to accumulate,
t». [J Dispose of present accumulation; no tlrther accumulation anticipated. C
c. [J Amend Application No. ___ Check One: O Change; [0 Supercede;: O Void
8. Dates of Series ' 9. Records Series Title (followed by title used in office; if different) T
Earhest Latest ' )

1972 | Present | Demolition Contract Working Files |
10, Division and pliice Function What is the function of the Division and the Office in which this record series is craated?

The Division of Contracts and Procurement is responsible for developing, maintaining, and _}
implementing Authority-wide purchasing procedures, consultant selection procedures, cen- ’
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit opérations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and

maigtenance of all contracts and related contract documents so that they are available for
audit and periodic review. i

(11 Record Series Déscription . This file contains the following documents (in}.'lude form numbers and titles, if any):
Attach samples ol the file, v
Documents relating to: Advertising, opening bids , evaluating, and awarding contractg

to provide specific demolition and site clearance services
to the Authority : '

. Included are:
Approvals and advertisements prior to bid opening; records
of bid opening and tabulation; bidder evaluation requests
and resporises; award advertisements, Board Package, and
Notice of Award; conformed contract and specifications;
Purchase Order and invoices against Purchase Order;
related correspondence.

Alphanumerically as to CO, CP, CQ PO, or CQ SS, then
numerically within these categories.

File is arranged.

12. Monthly Reference Rate  How often are records referred to which are: '
One to six months old ._2._0_:,__245 : Seven 10 twelve months old _L"L_J-_Q,_ . : Thirteen to twenty-four months old _, Q -5 .
. Sl ]

twenty-five months and clder 0 :“_1____ _? -

173. A;lr;h;l_ﬁ—até of Accumulation of Records ‘ : ' T

Letterisize‘ drawers

—— — _;Legalsizedrawers _________ ;Shelves ___:L*_S_ - ; Other (:pe;ifyj P
. - \‘7 ) N \'-\ . =

. ' . R W
\ﬁ:\‘,— . N o~ -

3012 (3/76)




YES | NO |14, Quesilonnalre {Place an "XLn the proper column) ' . i

—_—t e - ——— ———— -

e. s this \he official copy of me series?
H riot, where is it? '

b. Does the series contain confldenlual mlormanon requmng securny handlmg? " yes cite law or quulauon

Attach copy or excert of laws or regulations. Explain administrative need.

umTH Eom. Z.D-4 3/

e N ——

CJ Transfer to local holding area; hold S . yearls}; then

O Transfer to State Records Center; hold — —___ vyearls); then
O Destroy. . .
[0 Transfer to Stare Archives f6r parmanent relention. ‘

B Gther (Specify) .

Hold in current files area until Board acceptance of the contract or
‘final payment under the contract.

Then: transfer to Authority RécOrds Center.” Hold for three years
past completion of MARTA project; then destroy.

These nstructions apply 10 all prior and tuture accumulanions of the senes

{inchcate hrleHy tdll()ndfe ten rm,ummpnd.nrmm dhuvr’ fon wrile uhhllnndl remarks):

L . —— ]

——— N S R

X — ‘_-__.,__.ﬁ'._.._.(c e ]
| x ] ] o lsthmay a' O
X o Thes ﬁus T -!\}l‘ storic) o long Tecm researeh value? ' -
v When onean Iwu thoactmenty o The Dbe s ol necessiy 1o keep e cotue hile Tor o long pecod, couled these documents be
X scheduled separately? - ‘
xm . _j;m—ls ~the ;'.'i‘irﬂ"’"c'" contaungg_[rlthls s-giu:s;;r_gt;kgh_sﬁ;;{lf-ves ifffflih;;viv _:ﬁ: T T T
9. s the informiation contained in this series ever analyzed and/or recorded in a summarized repon?
X If yes, attach copy.
| . h. is there a duplncatlon of this ser—u_-ez‘;—n;cur oi‘f:ccggr"l:\‘another—olfﬂcc—or age:c;r;m T T T T
X it yes, where?
#__'_}_;Mhﬁ_." Is thls— ;e—n-:sr{ora ma/or gort:on of rtfr@u?arﬁ mTEanIT%EdT T “_4 T T T T
—j _‘Xf i ﬁ=j‘ " Does the record series redult in a compuler prmtout’ T T T e e h—]
_;E ﬁéientnon HequnramentsF i R The followmg feqmresrtilr{e s;;'Te;;be kept T T T T
a. State Law —_— years. d. Audit period — ~ —.. YBars,
b. Statute of limitation — e YBATS, e. Administrative need ——— . Years.
¢. Federal law — e . Years. f. Fedaral retention instructions —_ 3

eoonplity pon 7/£%¢/Q%£ﬁ¥)uﬁﬁ4f-

16. Approved D\sposmon Imnucnnns This agency recommends that the file series be cut off at the end of each:
[ ] Calendas Year: [ Fiscal Year: M Other m_,&él-_&;éd’)di,, e then,
[J Hold in the current filesarea __.___ __ .. monthls)_____ . . year(s): then

17. APPROVALS
pproved  Department Records Management Officer

Dzrtment of Afchives and:-;mrv

"MARTA Management Advisory Commitise  Date

" Approved

S’j-%/




